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Dedication

To our children William and Tessa, in college. 
Would you send us a letter sometime?

—The Authors


Acknowledgments

Dear Reader:

A letter is pretty unique as a form of communication—one person can conceive of its message, put pen to paper (or fingers to keyboard) to produce it, and even hand-deliver it to its intended recipient.

Not so with a book. Though this book bears just two names on the cover, in truth there were dozens of capable and creative people involved in its conceptualization, design, production, and distribution.

We’d like to thank Bob Adams and his capable editors and production staff, including Gary Krebs, Kate Epstein, and Kate Petrella. Thanks, too, to Gene Brissie, godfather of this and many other books we have written over the years.

And most of all, thanks to you, dear reader, for buying this book. We wish you great success in all of your communications.

Best regards, 
Corey Sandler and Janice Keefe


About This Book

Dear Reader:

Put it in writing. For some people these are threatening words.

Yet we all need to prepare letters throughout our lives: letters to employers, to schools, to doctors, to insurance companies, to friends, to strangers. Sometimes the letters are formal, sometimes breezily casual, sometimes printed, sometimes handwritten, and sometimes dispatched with the click of a mouse as an e-mail.

Every situation may seem one-of-a-kind, but in fact nearly all of our letters are based on common underpinnings: a request or a complaint or a compliment. In 1001 Letters for All Occasions, you’ll find examples to help you get started.

These letters are yours for the copying, adapting, rewriting, and inspiration. You may find one letter that exactly matches your needs; more likely, you’ll find bits and pieces from several letters that you can put together—with your own specifics—into a written communication of your own.

Sincerely, 
The Authors
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Why Write a Letter?

Sometimes, the First Thing We Do Is Send in the Lawyers

How to Write a Letter

The Elements of a Letter

What Is a Letter?

How to Make a Personal Letter More Personal

Getting It Right
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The Mechanics of Writing a Letter
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Ready?

Fire!

Aim.

How often have you thought that was your game plan when it came to communicating your needs, wants, and wishes? You’re ready to express yourself. Boom—you fire your best shot. And then . . . you wish you had been a bit more prepared, organized, and clear.

That’s one of the great advantages of writing a letter. It’s an exercise that requires planning and clarity of thought, and it allows the luxury of editing your words before they are dispatched.

The end result of a letter is a logically organized, carefully stated announcement, request, demand, or complaint.

Not all that many years ago, letters were the primary means of formal and business communication. To invite someone to a dinner, you sent a note. To buy something from afar, you dispatched a written order. To register a complaint or make a request, you crafted a letter.

Today, letters are still a fine way to communicate with precision, and in this book you’ll find 1,001 examples to serve as models. But these days we are also just as likely— probably more likely—to communicate by telephone or e-mail or in person.

Our view is this: The act of creating a letter—whether you end up sending it by mail or using it as the preparation for a phone call, e-mail, or face-to-face conversation— is a tremendously valuable exercise in establishing clear and unambiguous communication. This book presents hundreds of classic and ultramodern situations in which we are called upon to communicate. The letters in this book range from formal announcements and invitations to casual notes to teachers and friends. We’ll give examples of letters you might write in search of a job, in complaint about a noisy neighbor, or in support of a friend in need. There are examples of letters that ask for a refund for shoddy merchandise or praise the extra effort of a salesperson or a public servant.

Although the purpose of this book is to help you get started on writing your own letters, we hope you’ll enjoy reading all of the examples in this book. Think of this book as an epistolary novel—a story told in the form of letters.

Our universe of examples is centered around the wondrously diverse (and totally fictitious) world of Smalltown, Ohio, a place that has a little bit of just about everything: schools, churches, charities, small businesses, insurance companies, a hospital, police and fire departments, and a local government. The events referred to in the letters take place over a period of a few years. You’ll meet a cast of characters who are not afraid to put pen to paper, or fingers to keyboard, in pursuit of their rights and interests.

We concentrate on letters from individuals and community organizations, but you’ll also find a selection of basic letters from small businesses.

Please note that none of the names of people, companies, or organizations are meant to represent actual people or groups, and any similarity to real entities is purely coincidental.

You are welcome to adapt any of the letters in this book to your own needs. You also can mix and match elements of the letters if that helps you to communicate with clarity.

Remember your goal: ready, aim, fire.

Sincerely, 
Corey Sandler and Janice Keefe

Why Write a Letter?

Dear Reader:

Why write a letter?

How many times in your life have you regretted something you said in an off-the-cuff phone call or a direct conversation with a friend or business acquaintance? And how often do you wish you had a copy of what you said to someone to refer to later?

A phone call is quick, and it is an excellent way to convey a bit of information: I’ll be home soon, something has happened, your order has shipped.

But a letter is the best way to convey feelings, or to communicate with authority: I’m so sorry, I’m so happy, I need to formally advise you of something.

A letter gives you the opportunity to craft your message and to review it for clarity, accuracy, and the proper tone. (One of the advantages of the computer age is the ease of creating a large number of drafts of letters before committing the final version to print.

Even if you’re writing your letter by hand, you still have control over its final form.)

And there are some very important human qualities that come in the envelope with a letter.

For most people, the act of writing a letter is the gateway to introspection. In personal letters, the act of putting something down in writing helps you think about yourself and the person to whom you are writing.

For a business letter, the process gives the writer the time to carefully consider goals and means.

And the recipient of a letter knows that someone was thinking of them, and willing to devote the time to put words in print.

With great care, 
The Authors

Sometimes, the First Thing We Do Is Send in the Lawyers

Dear Reader:

A letter puts you on record. The recipient can keep your words forever, and refer to it many times. As the sender, you can keep a copy of your letter as evidence of any statements or promises you made.

Of course, it is this near-permanency that makes for legal evidence. In some circumstances a lawyer will insist that communications be made in writing in order to preserve a record of promises or threats; at other times, a lawyer may advise that nothing be put down in writing to protect against a permanent, indisputable record.

If you have any concerns that your communication may expose you to legal risk, you should consult a lawyer or other professional adviser. Most state bar associations and many local legal organizations offer free or low-cost consultations, allowing you to ask for advice or assistance on legal issues before they become court cases.

If you are writing a letter from a business and there are any legal issues involved, consider consulting the corporate attorney, your company’s human resources department, or a public company’s investor relations manager.

With all due consideration, 
The Authors

How to Write a Letter

Dear Reader:

Writing a clear and concise letter is a combination of art and science.

The art lies in choosing the right words and using them in a way that clearly communicates your intent.

The science involves the proper form for a letter: the return address, the addressee, the salutation, and the closing. This book is not intended to teach—or even to observe—every last one of the ages-old rules of etiquette and the modern conception of political correctness. Each of the letters is acceptable and appropriate to the occasion and its formality.

Our theory of letter writing begins with a step you need to take before you even begin to write a letter. First you must imagine that the person with whom you are hoping to communicate is seated across the table from you. Then consider that you have just one moment to convey your message, make your complaint, or ask your favor. What would you say?

The value of this exercise is to come up with what Hollywood screenwriters call the “high concept.” It’s the idea that a thousand-page novel or a two-hour movie or a complex six-page letter can be distilled into a single sentence that sums up its point.

If William Shakespeare were pitching a movie based on Romeo and Juliet, he might be forced to say, “A great love, split by a family feud and destroyed in a tragic misunderstanding.” The bottom line of the movie Titanic could be: “Boy meets girl, ship hits iceberg, girl loses boy, girl keeps pendant.”

And if you were to sum up your detailed letter of complaint to the mayor, the high concept might be: “I am very unhappy with the condition of the road in front of my house and I want you to do something about it immediately.”

You may note one significant difference between the summation of the play and movie, and the recap of the letter: this letter—and nearly every example you’ll find in this book—makes use of the active voice.

Examples of the active voice follow:

I feel unhappy. I announce something. I want you to do something. I invite you to attend an event. I object to your policy. I want a refund.

Compare them to the soporific tone of the passive voice:

It would be appreciated if you would assist. An invitation is enclosed. We are registering an objection to your policy. A refund is due us.

Remember to aim before you fire. Stop to consider the intent of your letter.

In this book, we’ll give you 1,001 examples of letters in which the high concept is evident and the message is clear.

Sincerely, 
The Authors

The Elements of a Letter

Dear Reader:

Writing a letter without making a plan is like setting out to bake a cake without consulting a recipe and gathering the ingredients.

And so, before we say a word about writing a productive letter, let’s explore the three basic ingredients:

• An unambiguous declaration of your goal.

• A clear and accurate statement of the facts.

• A courteous but firm tone.

As we go through this book, we’ll help you concoct a recipe for each type of letter:

• If you’re writing to complain, sum up your problem in a simple sentence—the product didn’t work, the repair was inadequate, the food was bad, the hotel room was dirty.

• If you are writing to express sympathy, say so, in words from your heart.

• If you are asking for a favor, lay out your reasons clearly.

• If you are writing to apply for a job, make it clear why you should stand out from the crowd.

All of these points sound very obvious. But we wish we had a dollar for every letter we’ve received that begins with the written equivalent of a “how’s the weather” conversation starter in the course of our careers.

Write your letter as if you had only one chance to gain the attention of its intended reader. That may well be the case.

Sincerely, 
The Authors

What Is a Letter?

Dear Reader:

A letter is a “messenger of sympathy and love, servant of parted friends, consoler of the lonely, bond of the scattered family, enlarger of the common life.” So wrote Charles W. Eliot, a famed educator who was president of Harvard University from 1869 to 1909.

In the twenty-first century, letters are just one form of communication. We live in a time when people walk the streets, drive the roads, and fly from place to place with a cell phone at their ear and an e-mail device on their hip.

A letter is a simplex communication, going in one direction only. Compare it to a duplex communication, like a phone call or face-to-face conversation, in which each side jockeys for position at the podium.

As a simplex communication, letters provide the opportunity to present your case uninterrupted. However, you also have the responsibility to consider the other person’s point of view and sensibilities; to ignore them is to risk having your message rejected or ignored.

Before you begin to write, devote a few moments to thought. Ask yourself some essential questions, including:

• Is this a personal letter or a business letter? A personal letter is less formal, and you can more or less make your own rules. A letter to a business or government agency, though, is more formal and requires you to include specific information and documentation. A letter from a business or agency is generally the most carefully limited form of written communication; in many cases your words amount to a commitment by a legal entity.

• Who is the letter sent to? If at all possible, you should address a letter to a specific person. If necessary, make a phone call and ask for the proper person. What do you know about that person? Is there some way to find out a bit more information about him or her?

And take it from one of the authors whose name can be applied to either sex: There is no quicker way to turn someone off—or at least alert them that the letter writer does not know them or did not bother to do a tiny bit of investigation—than to send a letter with an incorrect salutation. If you have any doubt about the sex of the person you are writing to, the spelling of his or her name, their job title, or other essential details, make a telephone call to their office. You don’t have to identify yourself; it is perfectly acceptable to say, “I just wanted to check a few details before I send a letter.”

In some cases, you will not be able to obtain a specific name. For example, if you are writing to the customer service department at a large store, or to a government agency, your letter will likely be dealt with by whichever clerk or bureaucrat opens it.

Here you can use a nonspecific greeting such as “Dear Customer Service,” “Dear Board of Public Health,” or “Dear Advisory Committee.”

It is no longer considered proper to begin untargeted letters with “Dear Sir.” You can instead use “Dear Sir or Madam” or, more simply, “Dear People.”

The purposely vague “To Whom It May Concern” is a bright red flag to the reader that you have no idea to whom you are writing. We would avoid it except in a few instances such as a general letter of reference.

• What is my relationship to the person to whom I am writing? Am I a customer? A job applicant? An employer? A supplier? A friend? A casual acquaintance? A parishioner? A citizen and voter?

• Is this the best time to send the letter? Businesses and individuals have seasons. We know better than to send a casual note or make a nonessential telephone call to a tax accountant in early April; his or her attention is likely to be focused on the income tax filing deadline. Similarly, a teacher may be especially busy around the end of a term but more available earlier or later.

• Why am I writing this letter? What do I hope to accomplish? As we will show in the letters that follow, your letter must be clearly stated, and you should use an active voice to directly ask for a particular response. And your request should be reasonable and legal.

• How would I react if I were the recipient of this letter? Consider whether you would be offended by the letter you are writing; decide, too, how you would respond to any request or demand in the letter.

Be honest here. If you’re in the right and the issue is important, go ahead and send the letter. But do so with some realistic sense of a likely response.

Best regards, 
The Authors

How to Make a Personal Letter More Personal

Dear Reader:

The difference between a business letter and a personal letter is obvious: the latter is personal. Open with something that sets the tone.

Go beyond the recounting of news, and express your feelings. Say why you’ve written the letter, or why you were thinking of the person it is addressed to. Connect the news at the heart of the letter to the person you are writing to, or to someone you both know.

Be truthful. That doesn’t mean abandon all attempts at tactfulness. A proper level of courtesy—not too much and certainly not too little—makes it more likely that your sentiments will be accepted or your request granted.

Think about the voice you use in your letter. This means the use of “I” and “you.”

Telling the reader that “I want to work with you” or “I have a problem that you can help solve” draws you both into the process. Then look for a way to join your interests and those of the recipient with “we” and “us.”

Don’t overdo the first-person singular, though. A letter dotted with I, me, and mine doesn’t make the reader feel included.

Warm regards, 
The Authors

Getting It Right

Dear Reader:

We know that not all of us are blessed with a great vocabulary or excellent spelling and grammar skills. A decade or so ago, we could almost excuse a few errors in letters written to us. But for most of us there is no longer an excuse for mistakes. Every current computer word-processing program includes a spelling and grammar checker that will highlight suspicious words or phrases and suggest corrections. Don’t skip proofreading your letter before you send it, though, because a basic spellchecker in a computer can’t tell you whether you’ve used the wrong word in a sentence. If you type “I’d like to see you next weak,” the computer won’t raise an objection!

If you are planning to handwrite a letter, create your draft on a computer and then transcribe it in your own hand. (If you don’t have a computer in your home, you should be able to use one at a public library or an Internet café, or borrow a friend’s machine.)

If all else fails, invest in a good dictionary and style book, and use them.

If the letter is not too personal, consider showing it to a friend or acquaintance for a final reading before it is dispatched. None of us, including professional authors, should attempt to be their own final editor. We know perfectly well what we meant to say, and sometimes we cannot see the errors that lie right in front of our eyes.

Sincerely, 
The Authors

How to Write Well

Dear Reader:

Writing is an art. If writing was a mathematical equation, there would have been thousands or millions of the likes of William Shakespeare or Mark Twain or James Joyce.

What makes good letter writing, then? It’s a lot easier to describe what makes a good letter go bad:

• An opening that does not grab your attention and clearly state its purpose.

• A jumble of irrelevant or inconsequential detail that muddies your case.

• Florid, obscure, emotionally charged, or inappropriate language.

• Too much of a demand on the reader’s time.

• A closing statement that doesn’t sum up your point or call the reader to action.

Unless you are presenting a legal notice or a contract or a set of detailed instructions— beyond the scope of this book—the purpose of a letter is to convey information or ask questions. The shorter and simpler the statement of a problem or the delivery of news, the more likely it is to be read and understood.

By the way, did you notice how effectively a bit of formatting—indentations, bullets, asterisks, and other devices—makes key elements of a letter stand out on the page? This is a very effective way to highlight your key points. Take care not to overdo special formatting, though. If everything is highlighted, nothing will stand out.

Yours truly, 
The Authors

The Mechanics of Writing a Letter

Corey Sandler and Janice Keefe 
Word Association, Inc. 
P.O. Box 2779 
Nantucket, MA 02584

Mrs. Esteem D. Reader 
123 Your Street 
Yourtown, State 98765

April 5, 2004

Dear Mrs. Reader:

The basic structure of a formal or business letter is designed to sandwich the purpose of the communication within essential information to help you identify the sender and, in some instances, confirm any commitments made by the writer.

Although there are a number of different formats that can be used for a letter, all of them are variations of the style used in the example you are reading right now. The components, from top to bottom, are as follows:

Return address. This information tells you the name and address of the sender. Some styles include the name of the sender and his or her title, while others give only the mailing address of the sender. The name of the sender is repeated in the signature block at the end of the letter. Modern communicants often add their e-mail address and sometimes an Internet Web site to the address block.

Inside address. Here you list the name and address of the intended recipient. This section includes the most formal and full exposition of the addressee’s name and title. For example, for an individual, the inside address might read “Mrs. Esteem D. Reader” as above.

For an officeholder, the inside address might read “The Honorable William Keefe, Speaker of the House of Representatives.”

The inside address confirms the identity of the intended recipient and serves as an element of the implied or explicit contract for any promises made in the letter.

You can put the recipient’s name and title on the same line, or separate them on individual lines.

Date. The date is important to establish the currency of the letter, and is an ordinary element of a contract. The date can refer to when the letter was dispatched, or can indicate the day when the bid, proposal, or promise was made.

Salutation. Here the sender connects directly to the recipient. In an informal letter, you can use just their first name or their nickname if you know the person well. For example, Mrs. Esteem D. Reader may be known to her friends as Esty, and the salutation can use that name.

In a business letter, and especially a letter to an officeholder or member of the clergy, the military, or royalty, the salutation should use the proper form of address. For example, a letter to a U.S. Senator might be introduced as “Dear Senator Smith.” A letter to an Episcopal bishop might bear a salutation of “The Right Reverend Arlo Seeger, Bishop of Fall River.”

One other thing: If you do not know the sex of the addressee (and cannot unobtrusively determine it with a phone call or other inquiry) you can drop the formal title, as in “Dear Esteem D. Reader,” although this is an indication to the recipient that you do not know them well.

Modern culture frowns on “Dear Sir,” since it makes an assumption that the unknown recipient will be male. You’re better off addressing the letter to the recipient’s office, such as “Dear Board of Elections” or “Dear Customer Service.” Do not use “To whom it may concern” except in a nonspecific letter of reference.

Body. The space between the salutation and the closing is home to the letter itself.

The entire letter should be as clear and direct as possible, but you should pay special attention to the first paragraph—what a newspaper writer would call the “lead.” Use that first paragraph to present the purpose of the letter, and then use subsequent paragraphs to provide the details and to clearly outline what you would like the recipient to do in response.

Closing. We sum up our state of mind or our purpose in writing with the closing. We are sincerely yours, or thankful, or obedient. This summation serves no real purpose, but it is an expected courtesy; a letter without a polite closing seems more like a summons than a respectful communication.

Signature block. Your signature seals the deal. On a typed or computer-printed letter, the signature shows (at least in theory) that the sender actually handled the letter. An authenticated signature is an element of a binding contract.

Proper style calls for your name to be printed or typed below the closing to make it easy for the recipient to read your signature.

Enclosure reference or CC. If your letter includes an enclosed form or a copy of previous correspondence or other documentation, you can indicate its inclusion in the letter by ending the letter with a line that starts with Enclosure: and specifies the nature of the attached material. You can also make reference in your letter to any attached material.

The bottom of the letter is also the place to indicate whether the letter has also been sent to others. The traditional way to indicate this is to add cc: and list the names of other recipients. (If you’re not of a certain age, you might not know that cc used to mean a “carbon copy” was created and sent.)

Design of the letter. Use a standard typeface for your letter. The most common style is Courier, a version of the traditional typewriter font. Avoid “art” typefaces and unusual styles for business and formal letters. They may be acceptable in informal correspondence, although some recipients may find them hard to read.

A letter looks more personalized when it is not justified. This means that the left margin is even, but the right margin varies slightly based on the length of each sentence.

Lines of type should be single-spaced, and margins should be used to balance the letter on the page. One design rule calls for equal margins on the top and sides, with a slightly larger bottom margin.

Each paragraph can be indented about five spaces, or every paragraph can be set flush left without an indent but with an additional line of space at the end of each paragraph. The address and signature blocks can be set flush with the left or right margins.

Sincerely, 
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Corey Sandler and Janice Keefe

Enclosure: 1,000 other letters


2 Congratulations

Congratulations to couple on their marriage

Congratulations to friend on birth of a baby

Congratulations on new position

Congratulations on friend’s promotion

Congratulations on friend’s retirement

Congratulations on selling house and moving to apartment

Congratulations on retirement of business associate

Congratulations on friend’s new job

Congratulations to performers in show

Congratulations to grandson on entering law school

Congratulations to granddaughter on college acceptance

Congratulations on volunteering

Congratulations to grandchild on graduation from college

Congratulations on election to club office

Congratulations on election to club office from losing candidate

Congratulations on winning major prize

Congratulations to friend on winning major prize

Congratulations to friend for charity work

Welcome to wife of new pastor

Compliments to pastor about Christmas decorations

Belated congratulations on new job

Congratulations to newly married couple

Congratulations on marriage from employer

Congratulations to grandchild on receiving driver’s license

Congratulations on winning golf championship
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To congratulate someone is to join in an expression of pleasure at the happiness, good fortune, or achievement of another.

A letter of congratulations is one of the more gracious communications for any of us. We are sharing in someone’s joy without asking for anything in return.

The best letters of congratulation include a bit of yourself in the message. Tell the recipient why you are happy for them, or why their achievement has particular meaning to you. Extend an offer for a celebration if appropriate, or offer a bit of lighthearted advice.

Your letter should make it clear that you enjoy the opportunity to join in a moment of joy.

It is never too late to send congratulations, but you should try to send your best wishes as soon as possible, while the glow is strong. If your letter is belated, explain the reason.

Sincerely, 
The Authors

Congratulations to couple on their marriage

Dear Cynthia and David:

We just heard the wonderful news that two of our favorite people have become a couple. Harold and I add our best wishes to the many you will receive.

When you newlyweds feel like having company, let us take you to dinner to celebrate.

Fondly, 
Monica Diamond

Congratulations to friend on birth of a baby

Dear Janet:

I just heard the wonderful news about your beautiful baby boy.

Congratulations to you and John and baby Francis. I am so happy for the three of you.

Fondly, 
Morgan

Congratulations on new position

Roger Hamilton, Director of Physical Therapy 
Smalltown General Hospital 
Smalltown, OH

Dear Roger:

I wanted to express my personal congratulations to you on your appointment as director of physical therapy here at the hospital. We are very fortunate to have someone of your obvious abilities and background associated with SGH, and we look forward to a long relationship with you.

Sincerely, 
Cornelius Floy, 
President 
Smalltown General Hospital

Congratulations on friend’s promotion

Dear Ben:

Way to go, Ben! I just heard about your appointment as the new accounts manager at Tri-County Investment.

I knew you when we were both struggling college students in Basic Finance—struggling to stay awake, that is.

Congratulations, you deserve it.

Best regards, 
Morgan Diamond

Congratulations on friend’s retirement

Dear Jerry:

I just heard through the grapevine that after many long and productive years the senior counsel at Smith, Conroy, and Fisher has decided it’s time to hang up his briefcase.

I’m sure you will be greatly missed. I’m also sure you’re going to thrive in retirement.

If retirement agrees with you as much as it has with me, you will find there are not enough hours in the day to do everything you want or are asked to do. Maybe I can put in a request for a bit of that time for a round of golf and a leisurely lunch at the club.

Call me when you have a spare moment.

Sincerely, 
Harold Diamond

Congratulations on selling house and moving to apartment

Ron and Emma Miller 
Smalltown, OH

Dear Ron and Emma:

We just heard the news that you two are simplifying life and have moved into an apartment.

Lucky you: no more snow shoveling, lawn mowing, and furnace repairs. Enjoy your free time. Let’s get together for dinner soon.

Sincerely, 
Mick and Sylvia

Congratulations on retirement of business associate

Phil Armani 
Ten Strings Guitar Company 
Smalltown, OH

Dear Phil:

I just heard the news that Ten Strings Guitar Company will have to get along without their best salesman. We will certainly miss you. Everyone you dealt with appreciated your expertise and good humor.

Good luck in your retirement. Please come by and see us sometime.

Sincerely, 
John Diamond 
Diamond Music Hall

Congratulations on friend’s new job

Don Meachy Nearby, 
OH Dear Don:

I’ve just heard that you are now one of the gainfully employed. Congratulations!

One of us had to lead the way into corporate America, and the logical choice was you.

I hear you landed a great job; I know you’ll do well!

Sincerely, 
Josh

Congratulations to performers in show

John Dallas, Artistic Director 
Smalltown Community Theatre 
Smalltown, OH

Dear John:

John and I were thrilled with yesterday’s opening night of The Music Man at the Smalltown Community Theatre. The cast was superb, the sets and costumes lovely, and the music was perfect.

We are very proud to be among the Golden Circle patrons of the SCT and look forward to many more successful seasons.

Sincerely, 
Monica Diamond

Congratulations to grandson on entering law school

Dear Josh:

We just heard the wonderful news that you’ve been accepted at the School of Law at Smalltown University.

It is hard to believe that our grandson is now a mature and thoughtful man who has definite ideas about his future. We wish you much success in this new phase of your life; you will always have our love.

Love, 
Your Grandparents

Congratulations to granddaughter on college acceptance

Dear Heather:

We can’t believe it: The last of our grandchildren is off to college.

You have always made us so proud of you over the years. You can count on our love and support as you tackle your next exciting challenge.

With all our love, 
Your Grandparents

Congratulations on volunteering

Dear Grandma:

I just heard that you will be volunteering in the gift shop at Smalltown General Hospital. Good for you, grandma!

The Diamond/Hamilton family is well represented at SGH, with you, me, and Roger being there. Now we can get together for lunch; I can help you find the best offerings in the cafeteria.

Love, 
Morgan

Congratulations to grandchild on graduation from college

Dear Josh:

Congratulations! It’s hard for us to believe that our youngest grandson has graduated from college and been accepted to law school. We are so proud of you.

Your grandmother and I would like to make a little contribution to help you with the costs of your own apartment and law school.

Love, 
Grandma and Grandpa Miller

Congratulations on election to club office

Hank Billings 
Smalltown Senior Center 
Smalltown, OH Dear Hank:

Congratulations on your election as president of the senior center. I think you’re going to be a great success at the job, and you can count me in for any committees you think appropriate.

Sincerely, 
Walter Ballou

Congratulations on election to club office from losing candidate

Hank Billings 
Smalltown Senior Center 
Smalltown, OH Dear Hank:

Congratulations. We both ran a good race, and you won. As I prepare to turn over the gavel to you, I want you to know that I would be happy to assist you in any way I can to help the senior center in the year to come.

Sincerely, 
Harold Diamond

Congratulations on winning major prize

George Tashlick 
Smalltown, OH

Dear George:

Congratulations on winning the Rotary Club benefit drawing. Your contribution helped the club raise more than $10,000 for our charitable activities here in Smalltown.

We hope you have a great time on your all-expenses-paid weekend in Cincinnati.

Please contact Harry Gould at Go Away Travel Agency to make arrangements for your trip.

Sincerely, 
Jonathan Baker, President 
Smalltown Rotary Club

Congratulations to friend on winning major prize

George Tashlick 
Smalltown, OH

Dear George:

Way to go, George! You had the golden ticket at the Rotary Club. The next time I buy a lottery ticket, I intend to have you pick the numbers for me.

I hope you and Claudia have a great time on your trip.

Sincerely, 
Ron Miller

Congratulations to friend for charity work

Lena Whalen 
Smalltown, OH

Dear Lena:

You did a superb job organizing this year’s clothing drive. I have worked on many but this was the smoothest and best run, by far. Bravo for a job well done!

Fondly, 
Monica

Welcome to wife of new pastor

Jean Evans 
Smalltown Congregational Church 
Smalltown, OH

Dear Mrs. Evans:

As president of the ladies auxiliary of Smalltown Congregational Church I wish to extend a warm welcome to you and Reverend Evans. We have been eagerly awaiting your arrival and will do all we can to help you and your family comfortably settle into life in Smalltown.

Please feel free to call on me. I would consider it an honor to be of assistance.

Sincerely, 
Monica Diamond

Compliments to pastor about Christmas decorations

The Reverend Dr. Bartley Evans 
Smalltown Congregational Church 
Smalltown, OH

Dear Dr. Evans:

The church looked more beautiful than ever for the Christmas Eve service. The flowers, decorations, and the formal robes of the choir were marvelous, and your inspirational message made this blessed night very special.

Sincerely, 
Monica Diamond

Belated congratulations on new job

Andrea Benedict 
Smalltown, OH

Dear Andrea:

Shame on me. I was so preoccupied with my own personal wedding extravaganza that I forgot to send you a note telling you how happy I am to hear of your wonderful new job. Tate, Coffey, and Miller have got themselves one super general counsel.

Congratulations!

Sincerely, 
Morgan Hamilton

Congratulations to newly married couple

Dear Morgan and Roger:

Living in London certainly has its advantages. The downside is being so far from friends and family. I’m so sorry I couldn’t be at your wedding on Saturday, but I certainly was there in spirit.

Congratulations, good friends, and have a wonderful life together!

Love, 
Mark

Congratulations on marriage from employer

Morgan and Roger Hamilton 
Smalltown, OH

Dear Morgan and Roger:

On behalf of Smalltown General Hospital, I want to congratulate you on your marriage.

We are all very happy for you, and proud of the fact that you met here at the hospital. Please accept our best wishes.

Sincerely, 
Jennings Bergen, Human Resources Department 
Smalltown General Hospital 
Smalltown, OH

Congratulations to grandchild on receiving driver’s license

Dear Heather:

We just heard the news: another Diamond behind the wheel.

Congratulations! Getting your driver’s license is an important milestone in this journey of life. You are a mature and sensible young woman and we know you will make an excellent driver.

We are both proud of you. Drop by sometime and let us see you driving; we’ll pay for the gas.

Love, 
Grandma and Grandpa Diamond

Congratulations on winning golf championship

Dear Stan:

I hear that Tiger Woods is looking over his shoulder these days. Congratulations, Stan, it’s always nice to see someone of a certain age beat the younger guys at golf. But, this championship was won by simply being the best.

When do you turn pro?

Regards, 
Harold Diamond
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Most of us are happy to perform a favor for a friend or a family member. In business, we are usually quite willing to offer a special service or consideration to a customer.

A true favor requires no payment or obligation. But common courtesy does call for thanks.

Special consideration in business transactions should be politely acknowledged. A favor by a friend deserves a heartfelt and personalized expression of thanks.

As is true for many of the letters in this book, the act of writing a personal note of thanks is a way to give a bit of yourself in return.

Thanks again for buying this book.

Sincerely, 
The Authors

Thanking neighbor for picking up sick child at school

Dear Pam:

You saved the day for Brian and us!

Thank you so much for picking up Brian at school yesterday while I was at work.

His stomachache was nothing serious—probably too much syrup on his pancakes at breakfast.

I was so relieved to be able to rely on a good neighbor.

Please remember that we are available any time you need us.

Sincerely, 
Karen Diamond

Thanks for dinner party

Dear Ann:

Thank you so much for including us at your lovely dinner last Friday. Everything was exquisite—the food, the atmosphere, and the company. It was an unforgettable evening.

Warm regards, 
Laura

Thanks to roommate’s parents for weekend visit

Walter and Helen Rogers 
Big Mountain, ME

Dear Mr. and Mrs. Rogers:

Thank you so much for inviting me to come home with Amy to Maine for a week of skiing during winter break.

The mountain was great, and I’ve never seen so much snow! (And I’ve never skied so well or so much.)

You were very gracious hosts. I really enjoyed meeting you and your family.

Sincerely, 
Heather Diamond

Thanks to nurses and hospital personnel

Fourth Floor Nurses Station 
Smalltown General Hospital 
Smalltown, OH

Dear Nursing Staff:

I was recently a patient at Smalltown General Hospital, undergoing a disc operation and recovery.

The entire staff of doctors, nurses, aides, and support personnel could not have done more to make this difficult time less stressful for me and my family. The medical care and consideration I received was excellent.

Although I do not hope for a repeat visit anytime soon, I have no reservations about the quality of service at Smalltown General.

Sincerely, 
Harold Diamond 
cc: Dr. Timothy Todd, chief of medical services

Thanking friend for support during illness of husband

Dear Hazel:

Harold is home from the hospital now and doing well. I know he must be close to normal because he has begun criticizing my treatment of his beloved hydrangeas.

Thank you for all you did for us while Harold was hospitalized. I really appreciated your help in getting me to and from the hospital, as well as the delicious meals that miraculously appeared in my refrigerator and the emotional support you provided.

You are a true friend.

When we are out and about again, please let us take you to lunch. We will have much to talk about.

Fondly, 
Monica

Thanking EMTs after accident

Chief Bill Macy 
Smalltown Fire Department 
Smalltown, OH

Dear Chief Macy:

Our son Joshua was involved in the very serious accident at the Crosstown Shopping Center on the night of January 6. Fortunately, his injuries were relatively minor and he will fully recover.

I wanted to thank you and the fire department’s emergency medical technicians for their professional assistance to Joshua.

Your EMTs had the scene organized within minutes, and got right down to the critical job of helping those who were hurt. Their quick action enabled our son to get the timely medical treatment he needed. I am sure they saved some lives that night.

I realize that the EMTs are professionals and this is their job, but I hope you will pass along our thanks and appreciation for a job well done.

Thank you, 
Laura Diamond

Thanks for expression of sympathy

Dear Laura and John:

Thank you for your kind words of support. Martha was indeed a special person and our loss is very great. The entire family gains strength from the many expressions of sympathy we have received from those who knew her.

Sincerely, 
Ron Taylor

Thanks for advice about son’s career

Dear Walt:

Thanks for meeting with Josh and giving him the benefit of your advice about the legal profession. As I am sure you could tell, he is very enthusiastic about law school and eager to begin.

He got a lot out of your talk and I can’t think of a better example for him to follow than yours.

Sincerely, 
John Diamond

Thanks for dog-sitting

Dear Carol and Jim:

Thanks again for taking care of our Jackson last weekend. He enjoyed your hospitality so much he seemed a little unhappy to leave your house when we picked him up.

We will be more than happy to reciprocate anytime you need us. We’d love to entertain Taffy.

Sincerely, 
Laura Diamond

Thanks for financial advice

Pedro Peterson 
Peterson and Associates, Accounting 
Smalltown, OH

Dear Mr. Peterson:

Thank you for your time on the phone yesterday. I know you have worked on my father’s books for many years and I hope someday to have a business for which I can engage your expertise as an accountant.

As I explained, my fiancé and I are in the midst of merging our assets and liabilities as we prepare for our married life. Your expertise and advice was much appreciated, and I do plan to take you up on your offer to discuss our net worth statement soon.

Sincerely, 
Morgan Diamond

Thanks to acquaintance for helping set up job interview

Marsha Collins, Administrator 
Smalltown Historical Foundation 
Smalltown, OH

Dear Marsha:

Thank you for setting up the interview with Paul Smith, the director of the SHF, for my granddaughter Heather. She met with him last week and yesterday was offered the summer internship she sought. Heather is thrilled to be working at the Historical Foundation this summer. I know she will be a fine representative and a most enthusiastic worker.

Sincerely, 
Monica Diamond

Thanks from new intern for interview

Marsha Collins, Administrator 
Smalltown Historical Foundation 
Smalltown, OH

Dear Mrs. Collins:

Thank you for setting up the interview with Mr. Smith at the Historical Foundation. I was hired for the job and begin next week.

I am very excited about this opportunity and appreciate your help.

Sincerely, 
Heather Diamond

Thanks to friend of family for graduation check

Dear Mr. & Mrs. Sanders:

Thank you so much for remembering me on my graduation. I start college in the fall and I will invest your check wisely in books and school supplies.

Thank you again for your kindness.

Sincerely, 
Heather Diamond

Thanks to volunteers at open house

Dear Volunteer:

Thank you for giving so generously of your time last Sunday at our open house.

The celebration of the opening of the new addition to the Smalltown Senior Center was a huge success. Now it is up to all of us to use the library, conference room, and performance space well.

Sincerely, 
Monica Diamond 
Honorary Fundraising Chairperson, 
Smalltown Senior Center

Thanks for donation made in couple’s name

Dear Laura:

Thank you again for being part of our special evening to celebrate the renewal of our wedding vows. I must say I enjoyed everything better the second time around: less stress, no jitters, and we had the grandchildren to enjoy.

Thank you also for the donation you made in our name to the Conservation Foundation. It is a favorite cause of ours.

Sincerely, 
Sharon Peters

Thanks for baby shower cash gift

Dear Morgan:

Thank you for coming to my baby shower, and for your generous gift. We have decided to make it the first contribution to May-Li’s college fund.

We hope you’ll come back soon for a quieter lunch, if such a thing is still possible.

Our life is suddenly so much more hectic, but so much more joyful.

Fondly, 
Lynn

Thanks for baby shower clothing gift

Dear Julia:

Thank you for coming to my baby shower, and for your lovely gift. May-Li was wearing her cute new outfit by the end of the day; she’s making quite a fashion statement.

We hope you’ll come back soon for a quieter lunch, if such a thing is still possible.

Our life is suddenly so much more hectic, but so much more joyful.

Fondly, 
Lynn

Thanks for wedding gift to couple who attended wedding

Dear Mark and Lisa:

Thank you for your very thoughtful wedding gift. When Roger and I had dinner at your house last spring and admired your fine Haskins knives, we really weren’t hinting that we’d like some of our own. But we certainly were thrilled to receive a set.

It was wonderful seeing you at the wedding; it meant a lot that you were able to be with us on our special day.

Sincerely, 
Morgan and Roger Hamilton

Thanks for wedding gift to couple who did not attend wedding

Dear Jean and Stan:

Roger and I want to thank you for your wedding gift of silver from our wedding registry. At some point in the near future we will have enough to entertain our special friends, and we hope to see you then.

Thanks again for your thoughtfulness.

Sincerely, 
Morgan and Roger Hamilton

Thanks for surprise party

To all of my coworkers at 
Smalltown Community College:

I want to thank everyone for making this past semester one of the best experiences of my life. I couldn’t wait to come to work each day, not just because I knew I would be learning something new, but because I was working with the most intelligent, funny, and warm people I have ever known.

Thank you for my party—it truly was a surprise—and for the lovely piece of luggage. I will take it with me to London for my semester abroad; I won’t need anything, though, to remind me of how gracious and supportive you’ve been. I will miss you all.

Fondly, 
Jessica Nolan

Thanks for senior day at museum

Dr. Thomas Q. Fleming, Director 
Smalltown Art Museum 
Smalltown, OH

Dear Dr. Fleming:

On behalf of all of us at the Senior Center, I want to extend sincere thanks to the Smalltown Art Museum for designating October 16 as Senior Appreciation Day, offering free admission to seniors.

You can count on a large turnout at the museum on that day.

Sincerely, 
Harold Diamond, President 
Smalltown Senior Center

Thanks for senior discount at club

Jack Jones, Owner 
Stay Fit Health Club 
Smalltown, OH

Dear Mr. Jones:

I want to thank you for the offer of a 50 percent discount on health club membership to seniors at the Smalltown Senior Center.

We will publicize the offer in our newsletter, to be published next week.

Sincerely, 
Harold Diamond, President 
Smalltown Senior Center

Thanks for senior discount at store

Federico Friendly, General Manager 
Value-Mart Department Store 
Smalltown, OH

Dear Mr. Friendly:

We are pleased to share with our members your offer of “Senior Tuesdays” at Value-Mart. The 15 percent discount you offer is very generous, and we have already made plans to organize day trips to the store on Tuesdays.

Sincerely, 
Harold Diamond, President 
Smalltown Senior Center

Thanks to bus company for senior shopping bus

Harold Allen, Manager 
Smalltown Transit Authority 
Smalltown, OH

Dear Mr. Allen:

On behalf of the Smalltown Senior Center, I want to thank you for setting up the special holiday shopping bus service.

In next week’s newsletter, we will tell our members about the free bus service to downtown on Tuesdays during December, sponsored by the Smalltown Merchants Association.

Sincerely, 
Harold Diamond, President 
Smalltown Senior Center

Thanks for offer of help from losing candidate

Harold Diamond, President 
Smalltown Senior Center 
Smalltown, OH

Dear Harold:

Thank you for your most gracious letter of congratulations about the election. I wish we both could have won.

In a way, we both can; I intend to accept your offer of assistance and call on you to work with me on club business in the coming year.

Sincerely, 
Hank Billings

Thanks for friend’s advice

Steve Barton 
Smalltown, OH

Dear Steve:

Thank you for coming through for me again. Just hearing your words of support and guidance about Emma’s medical problems were a tremendous help. I know Emma and I will handle this minor obstacle as we have handled so many others in our almost sixty years of marriage.

Let’s get together soon with the ladies.

Sincerely, 
Ron Miller

Thanks for watching house while on vacation

Monica and Harold Diamond 
Smalltown, OH

Dear Monica and Harold:

Thank you so much for watching the house while we circled the globe by cruise ship. We had a marvelous time and look forward to showing you our pictures and the treasures we collected—including something very special we found in Venice that we brought back just for you.

I’ll call you soon to find a time to get together.

Sincerely, 
Marge Clinton

Thanks for job congratulations

Morgan Hamilton 
Smalltown, OH

Dear Morgan:

Thanks for your best wishes on my new job. It’s a little scary being referred to as general counsel, but I’m looking forward to getting used to it. I didn’t even notice that your congratulations were late; as I recall, you were semi-famous in college for your tardy arrival to class!

My best to you and your new husband. Let’s get together for lunch sometime soon.

Sincerely, 
Andrea

Thanks to seller of winning ticket for prize

John Diamond 
Smalltown, OH

Dear John:

I just wanted to thank you for selling me what turned out to be the winning ticket for the Rotary Club fundraising lottery. I was glad to contribute, and Claudia and I will raise a toast to you as we enjoy our weekend in Cincinnati.

Sincerely, 
George Tashlick

Thanks for expression of sympathy

Laura Diamond 
Smalltown, OH

Dear Laura:

Thank you for your expression of support after Jim lost his job. As always, you knew exactly what to say.

We’re counting our blessings and going on with our lives. We have a few encouraging possibilities, and I will let you know when something positive works out.

Sincerely, 
Joyce Fleming

Thanks to professor for special efforts

Professor Sheila Davenport 
Media Studies 
Smalltown University 
Smalltown, OH

Dear Professor Davenport:

I want to thank you for working with me to help me raise my grade in Media Studies. Adjusting to life in college was a little overwhelming for me but I think I’m on the right track now, thanks to caring and supportive teachers like you.

Sincerely, 
Amy Rogers

Thanks to minister for ceremony

The Reverend Peter Hall 
Smalltown Congregational Church 
Smalltown, OH

Dear Mr. Hall:

Morgan and I want to thank you for the lovely wedding service. Your words, especially the passage from Corinthians 13:4–7, have stayed with us:

“Love is patient; love is kind and envies no one. Love is never boastful, nor conceited, nor rude; never selfish, not quick to take offense. Love keeps no score of wrongs.

There is nothing love cannot face; there is no limit to its faith, its hope, and its endurance.”

We hope to live by that for the rest of our lives.

Sincerely, 
Roger Hamilton

Thanks to teacher for special opportunity

Professor Fran Brownback 
Political Science Department 
Smalltown University 
Smalltown, OH

Dear Professor Brownback:

Thank you so much for nominating me to represent the freshman class at the mock United Nations session in Columbus. I am happy to accept, and look forward to learning more about the U.N. and my assigned nation of Kiribati.

As you suggested, I will prepare a presentation on the session and submit it for extra credit when I return.

Sincerely, 
Amy Rogers

Thanks to supporter of theater group

Milton Boyle 
Smalltown, OH

Dear Mr. Boyle:

Thank you for adding your name to the list of those interested in establishing a repertory theater here in Smalltown. The response—from actors, technicians, and patrons—was overwhelming.

We will be holding an informational meeting this Friday, May 16, at 7 P.M. in the media room at the Smalltown Public Library. We hope you will bring your ideas and your creativity, and most important, bring yourself.

Sincerely, 
Laura Diamond
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I’m sorry. I did something wrong, or someone who works for me or lives in my household made a mistake, and I want you to know that I offer an apology. And if appropriate, I want to tell you what I plan to do to make things right.

A letter of apology should be very specific and personal. Be direct and use an active voice. Take a lesson from—and do not follow—the mealy-mouthed politician who is only able to say, “mistakes were made.”

Sincerely, 
Corey Sandler

Apology to someone left off invitation list

Audrey Morgan 
Smalltown, OH

Dear Audrey:

I just received the list of invitees to the thank-you luncheon for those who helped at the Garden Club’s annual meeting.

Audrey, I was horrified to find that your name had been omitted from the list, and from the program. What a terrible mistake!

You did so much to make this meeting a success. Please accept my personal invitation to attend the luncheon on Tuesday, May 23, at The Castle at noon. I intend to recognize you in my speech.

Sincerely, 
Laura Diamond, president 
Smalltown Garden Club

Apology for misunderstanding

Brad Bell 
Smalltown, OH

Dear Brad:

You and I should know better than to discuss politics at a dinner party. I value your friendship too much to allow our disagreement about the coming election to come between us.

Next time, let’s stick to baseball.

Sincerely, 
Harold Diamond

Apology for child’s behavior

Mary Ann Hayes 
Fairview, PA

Dear Mary Ann:

I wanted to apologize—mother to mother—for Hannah’s behavior at your daughter’s birthday party the other night. She obviously had too much (soda) to drink.

We’ve spoken to her, and she’ll be making her own apology to Christie soon.

Best regards, 
Karen Diamond

Apology for missing appointment

Al Catel 
Smalltown, OH

Dear Al:

I’m so sorry I missed our appointment for this morning; I got held up in a faculty meeting and could not break away.

Please call me to reschedule. I am available any weekday except Friday from 2 to 4 P.M., and because I missed our meeting I also am willing to drop by the office any time Saturday if that works better for you.

My apologies.

Sincerely, 
Prof. Laura Diamond 
Smalltown Community College

Apology for breaking item at party

Ellen Gates 
Smalltown, OH

Dear Ellen:

I want to thank you again for the lovely lunch the other day; I enjoyed catching up on old times with you and Marilu.

Although you were very gracious about it, I feel terrible about breaking one of your favorite coffee cups—I never knew there were so many varieties of cow spots. I was shopping the next day and I saw another cup with pictures of cows all over it, and I thought of you again.

Please add this cup to your collection.

Sincerely, 
Monica Diamond

Apology for missing dinner party

Dear Beth:

I hope you know us well enough to realize that we would never have missed your dinner party without a very good reason. As we were leaving for your house we got a call informing us that our son was involved in an automobile accident. He was taken to the emergency room, and our only thought at the time was to be with him.

The very good news is that he was not badly hurt and will fully recover.

We would much rather have been at your dinner party; I’m sure it was a lovely evening.

We hope to see you again sometime soon.

Sincerely, 
Laura Diamond

Apology for missing birthday

Dear Florence:

I never thought I would let something as important to me as your birthday slip by.

Unlike you, I must be getting old.

My only consolation is that I will have many more opportunities in the future to get it right.

Fondly, 
Monica Diamond

Apology for damaged dress

Dear Morgan:

I am so sorry that you found a stain on the dress I borrowed from you. I should have noticed the damage. Please believe me when I tell you I had no idea it was there.

I hope you will allow me to take you out to lunch, and to your favorite store to buy a replacement.

Sincerely, 
Judy
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We all get sick, and we all know that even the cheeriest among us can get down in the dumps when our health is less than perfect. Get-well letters are a way to cheer up someone and let them know you are thinking of them.

If you know the person well, match the tone to their personality. Some people take no offense (and may prefer) a lighthearted comment or joke. Others can use a spiritual boost—tell them they are in your prayers. A sick child might appreciate a little gift (check with the parents for advice).

And we all can use an expression of love.

Warm regards, 
The Authors

Friend hospitalized for serious illness

Dear Helen:

I am so sorry to hear that you are back in the hospital. Your lovely daughter, Jennifer, has been very gracious in keeping us current. She tells us that in spite of a setback your wonderful spirit continues to shine and that your main concerns are for your family and friends.

Harold’s and my thoughts and prayers are with you. When you feel like having a bit of company, please pass the word. We’d love to come and spend time with you.

Fondly, 
Monica

Humorous note about minor accident

Dear Cathy:

Sorry to hear about your mishap. I guess this will delay your comeback for the Summer Olympics, eh?

Seriously, I hope the arm heals fast. Maybe next time you should try out for the debating team instead of the gymnastics club.

Love, 
Morgan

About friend’s health

Dear Joan, Jane, and Beth:

It is with some difficulty that I write this letter, but I think it is important. I saw Harriet and her husband Hank in the grocery store yesterday.

We all know that she has been ailing for some time, but it is now obvious that she is seriously ill. Hank confirms it, but says her spirits are good and in most every way she is the Harriet we have known and loved for so long.

I think this is the time to demonstrate how strong our friendship is.

I would like to gather a small group of friends to visit her at home. We can arrange with Hank for the right time, and bring some treats.

I hope we can try to put something together for next week. I will be in touch soon.

Sincerely, 
Monica

Follow-up letter to sick friend

Dear Harriet:

It was so good to spend some time with you Tuesday. I must admit that even after all these years, the four of us make quite a handsome group. And, it has been a lot of years. You are one of my oldest and dearest friends.

Let’s try to have these little get-togethers more often. It helps all of us appreciate the value of a true friendship.

Fondly, 
Monica

To grandchild home after tonsillectomy

Dear Brian:

Grandma and I are glad you are home from the hospital.

Do you weigh any less without those tonsils?

Your mom and dad said you were really brave and will be playing with your friends and back in school soon. In the meantime, enjoy the ice cream, pudding, and Popsicles.

That doesn’t sound like a diet worth complaining about.

Love, 
Grandma and Grandpa Miller

To friend out with the flu

Dear Myra:

We just heard that you were down with the flu; we hope you recover soon.

Please let us know if there is anything we can do. Would you like us to make a trip to the grocery for you?

Please give us a call.

Fondly, 
Emma Miller

Best wishes

Florence Eddy 
Smalltown, OH

Dear Flo:

I just wanted to take this time to tell you how lovely you looked at the Senior Center dinner last Saturday; I barely had time to speak with you there.

I know it has been a hard winter for you, but I understand the news is encouraging and we are all wishing the best for you.

You’ve been a source of comfort and strength to me over the years, and I hope you know how appreciative I’ve been of that.

Fondly, 
Monica

Support to ill associate

Diana Rollings 
Smalltown, OH

Dear Diana:

I just heard that you would be out of the office for a while. I hope everything is fine and that you will be able to return soon. We miss you.

In the meantime, don’t worry about anything here at the office. We will make sure your work is covered.

Sincerely, 
Morgan Hamilton
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When we write to express sympathy, we are reaching out with compassion to someone who has experienced a loss or a trauma.

Before you write, consider what you know about the person who suffered the loss, or about the person who died. More so than with many other letters, your communication may be kept as part of the family history.

A letter of sympathy need not be lengthy, but anything you can add to personalize the note adds to its value.

With our best wishes, The Authors
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It never hurts to send a simple letter expressing your condolences to someone who has lost a family member.

If you knew the departed person well, or know the person you are writing to, it is appropriate to add a short remembrance.

The less well you knew the person who died, or his or her family, the more formal your note should be.

Where you can easily get into trouble is an effort to go beyond your personal knowledge. If you didn’t know the person who died, don’t fabricate a comment about his sense of humor, or her love of family. Be very careful not to insert a specific religious reference if you’re not certain of how it will be received.

Don’t take on a role you don’t deserve. If you are not a minister or a psychologist or a family counselor, don’t offer advice on how to deal with the loss. It is more than sufficient to express your sorrow and wish the family well.

If you know the family and want to offer some personal assistance, it’s okay to do so, but don’t make the offer unless you’re prepared to follow through.

And in this day of computers and executive assistants, one way to quickly convey your personal involvement in the letter of condolence is to handwrite the letter on personal stationery. At the very least, you can add a handwritten note at the end of a printed letter.

Sincerely, 
The Authors

Death of friend’s wife

Dear Gene:

John and I were deeply saddened to hear of Martha’s passing. We have our own warm remembrances of a lovely and gracious person.

Martha was courageous to the end, always thinking of family and friends ahead of herself. We were privileged to have her as a friend.

Please accept our sympathies. Our thoughts go with you and the rest of your family.

Sincerely, 
Laura Diamond

Death of friend’s husband

Dear Carolyn:

Harold and I were deeply saddened to hear of George’s passing. He was a devoted husband to you and a dear friend to all of us.

We will cherish his memory. We know your sorrows are very great at this time, and our thoughts and prayers are with you.

When the time is right, please call us. We would like to spend time with you.

Sincerely, 
Monica

Death of friend’s mother

Dear Paula:

I was so sorry to learn of your mother’s passing. She was a warm and gracious lady who will be missed not just by her family but by all who knew her.

Please extend my condolences to your entire family.

With my deepest sympathy, 
Laura Diamond

Belated condolence

Margaret Sweeney 
Smalltown, OH

Dear Margaret:

Ron and I have just returned after being out of the country for several weeks.

We were deeply saddened to hear that Graham passed away while we were gone.

Please accept our belated condolences; we will miss him very much.

Sincerely, 
Emma and Ron Miller

Sympathy over breakup of marriage

Dear Pam:

I was so sorry to hear that you and Tom have separated. Roger and I care deeply for both of you and wish there was something we could do to ease the pain you must be feeling.

When you want to see a friend, please call me.

Fondly, 
Morgan

Sympathy on miscarriage

Dear Rachel:

I was so saddened to hear of your loss.

When you feel like having company, please call me; I’m a good listener.

Fondly, 
Morgan

Death of pet

Dear Jean:

I was so sorry to hear of the death of your beloved cat Sobaka. She was a beautiful little soul and had a long and happy life in your home. She gave love to us all.

Sincerely, 
Monica Diamond

Sorrow over house fire

Dear Tina and Steve:

John and I were shocked and saddened to learn of the devastating fire that destroyed your house. I’m sure you are upset about the loss of your possessions, but we are so thankful that you all escaped without injury.

Please let us know how we can help. We are here for you.

Sincerely, 
Laura Diamond


7 Engagements, Weddings, 
and Births

Formal announcement of engagement

Informal announcement of engagement

Engagement notice to newspaper

Informal save the date for wedding

Formal save the date for wedding

From friend to parents of engaged daughter

To mother of bride on announcement of engagement

From acquaintance to engaged friend

Engagement of friend

From friend of fiancé to newly engaged woman

From sister of fiancé welcoming to family

Requesting restaurant information and menus for wedding

Turning down a restaurant as a possible reception location

Ordering wedding cake

Inquiring about availability of church for wedding

Inquiring about availability of wedding hall

Requesting special-needs accommodation at reception

Booking site for wedding

Formal wedding invitation

Alternate formal wedding invitation

Reception at wedding site

Reception at different location

Request for an RSVP

Formal acceptance of invitation to wedding

Partial acceptance of invitation to wedding

Alternate partial acceptance of invitation to wedding

Asking minister to perform wedding

Seeking information about floral pieces for wedding

Seeking information from caterer

Ordering tent for ceremony

Requesting special hotel rate for wedding guests

Inquiry about photographer for wedding

Engaging musician for wedding

Engaging band for reception

Hiring caterer for wedding

Limousine service for wedding

Invitation to rehearsal dinner

Welcoming granddaughter’s fiancé to family

Offering thank-you gift to reception site

Thanks to sister for being in wedding

To child member of the wedding

Thanks to caterer

Cancellation of an engagement

Cancellation of a scheduled wedding

Cancellation of wedding ceremony and reception because of unforeseen event

Postponement of a scheduled wedding

Informal letter about cancellation of wedding

Return of gifts

Announcing adoption of baby

Welcoming party for adopted baby

[image: 9781580628907_0014_001]Dear Reader:

Love, marriage, and a baby carriage are a joyous part of life for most adults, and we enjoy sharing our happiness with family and friends. Letters about engagements, weddings, and births can be very formal or they can be chatty, personal notes. The purpose is to proclaim the news and welcome others to share in the joy.

Similarly, invitations to engagement parties, wedding ceremonies, baby showers, and other events can be formal or informal. The essential details—who, what, when, and where—need to be spelled out precisely. The reason for the celebration is self-evident!

Yours truly, 
The Authors

[image: 9781580628907_0014_001]Dear Reader:

It is considered socially acceptable to send printed invitations and announcements for many of life’s milepost events. You can order formal announcements from a print shop or a Web site. Keep in mind, though, that etiquette experts still advise hand-addressing the envelopes.

These days, when our mailboxes are filled with all sorts of nonpersonal correspondence, you also should consider the impact you can make with a handwritten or at least personally drafted letter to inform a friend or acquaintance of important news.

Sincerely, 
The Authors

Formal announcement of engagement

Laura and John Diamond 
announce the engagement 
of Morgan Miller Diamond 
to 
Roger Hamilton of 
Smalltown, Ohio
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